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How to Access CalJOBS 

This help sheet outlines how to log into the CalJOBS system with staff and employer access, and 

provides a basic overview of the homepage. 

 Staff Access:  

1. To log into the system, go to https://www.caljobs.ca.gov  using your internet browser. 

CalJOBS works best with Google Chrome.  

2. Enter your Username and Password, and click Sign in. Note:   

All staff members should have accounts set up by the Workforce Development Department 

Administration, Centralized Data Unit.  If you do not have an account, contact 

cjimenez@wdd.sbcounty.gov.  

 

 

  

 

 

 

 

Sign In Agreement  

By agreeing to the confidentiality statement you understand that penalities for unauthorized access will 

be pursued.  

 

 

 

 

 

 

https://www.caljobs.ca.gov/
mailto:cjimenez@wdd.sbcounty.gov
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CalJOBS Tips:  

1) Required fields in forms are marked with a red asterisk (*).  

2) Enter information using the tab key or mouse to move from one field to 

another.  

3) For best results on forms, always work from the top of the form down.  

4) IMPORTANT: The forms are data-driven and will “refresh” with new questions 

based on answers. Please be patient to ensure data is saved correctly.  

5) Enter information for all boxes identified by a red asterisk (*) before 

successfully saving information. 6) Dialog boxes that have a Verify link, select the 

most appropriate.  

7) Click the Next button to save information on each screen, and to proceed to 

the next screen.  

¶ CalJOBS will execute the business rules established for each screen to 

ensure the accuracy of data input. 

¶ It will also display bold red text to identify errors made within the data 
entry process.  

 
8) Some dialog boxes have a pop-up calendar icon, (e.g., Application Date, Alien 
Registration Card Expiration Date).  

¶ Click the calendar icon to select the appropriate date.  

¶ To navigate to other months or years, click the < to see a previous month.  

¶ Click << to see a previous year.  

¶ For next month, click > and for next year, click >>. 

¶ Click Select when the correct month, date and year displays. 

¶ Click the Today link to automatically insert today’s current business date in 

a date field. 
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SEARCHING FOR AN INDIVIDUAL 

When searching for an individual follow the steps below: 

1. From the left navigation menu-under Services for Workforce Staff section, select 

Manage Individuals. 

2. Then, select Assist an Individual  

 

 

 

Note: 

All Individuals receiving program services must be registered in CalJOBS prior to completing the 

WIOA Application.  

This form must be completed before beginning a program application. This data is considered 

part of the normal registration and is used later to help manage the individual, create resumes, 

enroll the individual in programs, and provide services. The Registration Screen also captures 

pertinent demographic information, which aids in local workforce development project 

initiatives. All information is self-disclosed; no proof of any documentation or eligibility is 

required when completing the Registration Form.  

Staff can assist the individual in completing a Registration Form. 
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Search Screen 

Staff can search for an individual by: 

¶ Entering first name, last name, and last 4 digits of social security number OR 

¶ By entering individual’s full social security number OR  

¶ By using any other available fields  

 

 

The search results will display a list of individuals who have met the search criteria.  

 

 

 

 

 

 

 

 

 

 

Snow White 

List of participants will display here…. 
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Creating the Application  

Select the program link to begin creating the Title I WIOA Application.  

You may get the dialogue box below when the program link is selected, click the yellow button. 

 

 

 

 

Select Create Title I Workforce Development (WIOA) Application  
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Complete the WIOA Application 

Using the completed hard copy WIOA application, complete all tabs. All WIOA applications must 

be entered within 30 days from application date.  

Note: If you find the WIOA application has passed the 90 days, contact the Centralized Data 

Team to assist entering the data.  

Youth Providers will need to complete the Helpdesk Ticket Form and email it to  

Youth. Provider@ wdd.sbcounty.gov  

 

 

 

 

 

 

 

 

 

 

Snow White 
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PARTICIPATION SCREEN 

When the WIOA Application has been completed, hit finish  

 

 

Enter the participation date and hit next, the following screen will allow you to complete the 

activity for the customer.  
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Activities 

The activity creates a record for service provided. In addition to adding an activity to an 

individual’s record, the activity must be accompanied by a case note in CalJOBS.  
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CASE NOTES  

A case note is necessary and required. The case note should include all details of the action that 

occurred.  

 

Complete the information below to begin case note. Complete all fields including Contact Type 
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CASE NOTE EXAMPLE 

Case note should include details not opinions.  

July 29, 2020 

Maggie came to the backdoor to receive supportive services. She expressed her interest in 

receiving her dinner. We discussed the importance of not barking, she will work on her 

communication skills. Issued Maggie one cup of dry dog food. By issuing her supportive services 

in the amount of one cup, she was able to return to her work experience activity (WEX) of 

guarding the backyard.  

Maggie is currently participating in WEX in security at the Jimenez household.  I will continue to 

monitor her progress, next appointment scheduled for August 9, 2020.   Activity 417 & 485 

created today with successful completion.  

 

July 29, 2020 

Milo completed his guide dog training successfully on 7/28/2020. He provided me with a 

certification of completion from Petco Industries. He is now certified and will be able to obtain 

employment in the demand industry of healthcare.  

Measurable Skills & Credential link updated. Certificate scanned. Milo was issued an incentive of 

two dog treats for successful completion of training course.  ISS updated and Milo will begin job 

searching and we will continue to meet weekly to review job interest and abilities.  Activities 419, 

413, and 434 created today with successful completion.  

 


